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APPLICATION FOR RECOPDS RETENTION SCHEDULE 
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For instructions on completing thir form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: p1-4983 
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1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 

_At-lant.a.,~Ce-o~i_a... .30308- 
Clyde R. Roy, 

~ - . ~  ~ . ~ .  ~ ~. ~ - E f f i ~ ~ . ~ ~ ~ o ~ = - ~ ~ , . , ~  -. -2- ~I_-_ FLL 

.h 

OHR 
tpplioltion Gate 

April 25, 1983 - 
4pplication Number 

DRR 83-8 - ~~~ ~ ~ ~~ ~ ~ _ _ _ _ _ - ~ ~ ~  
!. PermnmContact 

~ 

I. Anion Requested 

a. 0 Establish Retention Schedule; record will mntinue to accumulata. 
b. 0 Dispore of present accumulation; no further accumulation anticipated. 
c. @Amend Application No. 74-175-A Check One: c?] Change; . 0 Super&; 0 Void 

retention periods for other f ileS Series 
in this unit 

I_ ~ ~ ~____ .. .-. - 
I. Dstesof Snles I 6. Record& Serlaa Title Ifoibued by t i t le used in offlce; if different) 

hrliost Medicare Medical Care Facilities (Title XVIII) Files 
,, --~.~-J. __ _____ ~. ~ 

i. Division and Mica Function What i a  the function of the Division and the Office in which thla racord rsriea is mated? 

1. Records Series Dacrlption This file contains the following docbments (indude form numbers and tit/er, if any): Attach tampla of the file. 

DORlmenti relating m: 

Included are: 

. .  File isarranged: 

. - , 
. ... . .  

~ _ _ ~  ____ -. 
Reference Rate . :,. : How often are Wrd r  refekedto which are: 

.. . 

f 

, 



* uo 
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..OFFICE OF AWIWISVRAT 

. .  . 
. .  
, . .  . 

, i- ’. 
,. . I  .. - -  

APPLICATION FOR RECORDS RETENTION S H E D  
t 

.~ F--r_ -_.- ?,.-._I - 
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6-976 GIST: 2214983 

_p____ _-.-. l-_ . ___..= --_P 

ARCHIVES AND HISTORY 

TalephoM Number 

“__ ,-,-. -I?ii.-p__~ 

EORGIA DEPARTMENT OF H U M A G ~ U R C E S .  

O f f  ice of Regulatory Services 
Standards & Licensure Section 

Leon Avenue, N. E. 

Working Title 

Mr. F. E. Massengill Quality Assurance 894-5137 --- - _._ -..---. q__ . .-- 
I. Anion Ragussted .* 

a. 0 Establish RrtOntiOn s~wdub; n a r d  hi11 ant inw m ~ u i n t e .  
b. Doitpore of pHsnt accumulation; ~ f u r t h ~ a ~ ~ ~ m u k t n i o n ~ t i c i p a r e d .  - extend retention period to 6 years 
L WAmend Application NO. ’ 74-175-A P ChckOnc: a change; 0 $upr&; 0 void 

6. Rewrdr Ssrlet T i  lfoibuad by tltk W In O f f b i i i i q ~ i ~ )  
_-  

Medicare Medical Facilit ies Title X V I I I  Files 

I 

3fliOSt -at 

Included are: 

The file is arranged : 



- I I e. Whrn om OT two doarmnta in the file nuke It m n s r y  m kwp tho rntln fib for lw priod,a)uld (hrr doeurrana 

d. Auditprlod yeua. 
a. Admlniamtiwmed - -VMn. 
1. f d e r e l  msntfon inmuctbna yun. 

Amch m p y  or excerpt of Irm or ngulniona. E w n  dmlninrative ned. 

see a t tached  let ter,  dated October 24, 1979, from Department of Health,  Education, 
and Welfare - Region IV - Regional Standatds and C e r t i f i c a t i o n  State Letter No. 30-79. 

~ . 
2. Approud DiooJtG ln&ctiina -Thu .pm&~momnunda thn the filr rr i ibo7cut off a the end of u c r  

S b k n d a r  Yw;  0 Fiscal Ynr; Dother I~_._ then. 

2 R H ~ M  in th current film U I ~  ~~ ~~ - mmth(a) -~ _..I__ vur(r);thm 
0 Transfer m 1001 holding arb; hold 
a Tnnrfsr to Sun Ruardr Cmmr; hold 

0 Tnncfer to Sute Archlmfor prmment nuntkn. 

.. y.aris);then 
. 4  wuia); then 

: R ~ m n r o v  

0 ortur ~ l t v l  

.~. I . ~ . .. ' EXCEPT THAT: Files for, years ending in'O - will be transferred to..$tate Archives 
. . .  . For Permanent Retention. ~~ ~~~ - 

~h .0  hnruaiona apply to e i ~  prior end futun Iccumuiatimnr of the rriaa. 

Elizabgth W. Crank. CRM 
Date 

-.. 

~, . , .;. .. . 
.?  .. . . .  , 



, , , . -  5 . ... 
APPLICATION FOq RECORDS RETENTION SCHEDULE OFFWX OF THE SECRETARY ,OF STATE 

RECORDS MANAGEMENT OIVUIION 
ARCH,VES A,,D H,FTOR, 

INSTRUCTIONS: See hblication No. 76-RM-1 for instructions on wmpletini this form. Forward signed wisinal to 

FOR AGENCY M e  
rpDlication Dm 

Lppiipliation Numb~r 
October 8, 1976 

c DHR- 12 1 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Georgia Department of Human Resources 

Facilities Licensure & Certification 
Unit - 618-Ponce de Leon Ave., N. E. 

ADplicatim Number 

Division of Physical Health - Medical 
Atlanta. Geornia 30306 OCT 1 3 1976 I OCT 1 ,gTR 

7q- 175-ff 
Data Received Dne Comolned 

_.. 

j r l i e s t  ' Latert 

1 

Induded are: 

MEDICARE MEDICAL FACILITIES FILE (TITLE XVIII) . 

F.le is arranged: \ 'j 9. 
~ ', ; .- K-;. '. .!'?. --' (' .~ ". ?- ;(,s&~'*. . . .  . a 

... % ~ 

1 4 . . 
.~ - ~- - 

3. Monthly Rderenw Rate 
One to six m t h s  old 
twenty-fiye months and older ? 

3. Annwl Rate of Armmulation of RIoDrdr 
~ e w 4 i z q  drawers ; Lqal-size drawers ; Shelves ; Other /sDseitvl- 

Haw often are records referred to which are: 
; Seven to twelve mond'is old ; Thineen to twenty-four months old 

. -  - .  

. .- . .  

. ,  , 
, R-M-??; Rm. 76 (OVarI 



. .  . 
- <  

11. R o t m t k n  Raquiramenu 

- r, stam.bw j; ,: V- 1. Audit p i o d  years. 
b. S V .  a f  limitstion V U S .  * e. AdminimatiMnwi -7 5 . years. 

The following rtquinr the seria to be kept: 

c FdwoiIaw - -  years. f. Federal rptention inmunionr years. 

- .. ~. 
Attach cow or exwn of Ir&~&~mgulations. 'Explain admlniiiratiw need. . - 

' in conformance with the retention, period approved for Medicaid facilities under TITLJ3 XIX 

- 
12 Appcsvod Disposition lnmuctionr t h i s  agency recommends that the file series be cut off at the end of each: 

a Calendar Year: 0 Fiscal Year; 0 Other 
- 

then, 

N Hold in the current files area month(s) vear(s1; then 
0 Trrnafw to local holding area; hold 
a lionafar to State RIcords Center; hold 3 yearb); then 

I3 Transfor to Staa Archives for prmanent retention. 
0 0th.r I *eW 

year(r1; then 

* a Destroy. 

* Exception - retire 1 cubic foot (random sampling of the file) each year 
to the State Archives for permanent retention 

. I  

. .  . I  

Ttna instructions apply to all prior and future accumulations of the series. 

'ecommendationr in para- 
?aph 12 are approved. 

f explsnotim.) 
'f d;SaRRtUvcd. attach letter 



T- -.. I_- 

' 6 1 8  Ponce de  Leon Avenue 

DISPOSE OF PRESENT ACCUMULATIC::; 
NO FURTHER ACCUMULATION ANTICI?:TZ3 

. Exact' S e r i e s  Title 

throughouf' the' State  (Health Standards and Licengure); the improvement of t h e  health of t h s  

. .  

. -  I 

I 14 21  
I 

,,.. . ........... +--  
..... ,... .. ,... .. - . . - . *  ..... 

AVlBaCt D I I L ?  I W I S C D C C I  1 23 5 



PA - --- -_c___ .. . .  . - -.-A ___._. -_ - -qUEsTI(j"AIRE P1.r. .I -.- 8 .  tb. pr.p.r e.Iu.1. l r  .....r I .  -111.- PI.... .,BI.I. * _ .  .. YES I$$ -., "1, ,: r 
1 %  - [  1 
, [  I ,  [XI 14. Is there a duplication of t h i s  series i n  another,office o r  .gen&? 

- ,  t 1 ..[XI 15. ' Is . the infofiation contained i n  t h i s  series ever su&narized or,!published? 

16. Does the series contain classi f ied in foh t ion ' r equ i r ing  security handling? . ["I [ ] 

17. Does the ser ies  i n i t i a t e ,  amend o r  terminate agency policies and procedures? ' .  1x1 ":I 
txi : i  1~ 18. Could the function be performed i f  the  files vere l o s t  or destroyed? 

E 1 ~ r x l  

1 , [XI 

. .  . 13.' Is t h i s  t h e  Record Copy of t he  series? . ,  

, . . \ "  I . .  . . 
. .  

r 
. ._. 

. . .  

' . 

Attach copy of summary o r  pubii.cstion. 

Confidential. - Section 1106 Social Security' Act. 

.. . .  . .  

.~ - . -  -- -p \> ..a With extreme difficulty "i , , -  

19. Is the series (or major portion of it) regularly microfilmed? If yes, W T  
.. .. ... ., . ., 1 20. 'Does' the record ser ies  provide data as input t o  811 EDP file? 

21. Does the record aeries contain documentation . . .  prod ied  as ED? print&? _ _  ~...L . . . t I., fxl 
1 

. .~ ... 

< ' .  .. . .  

, 22. Has the Federal Government issued instructions governing the retention/dispo- . [XI [ ] 
i s i t i on  of these f i les?  -. . : Titie XV~II social T . . ., . . . . 

i 2 ; .  REt)UIREt%NTs., The folloving requires the f i i e s  t o  be kept . . .  years: . . . .  

, ._ . .. - .. . .  . .  . ~. .. . 
! 23. K i l l  there 'be a need for these records .lo, 15 years from now? If yes, what? . I  'I [XI 
i 

. .  . I  1 
! 

a. [ ]STATE b. [ ISTATVTE OF c. []AUDIT ' d. PIFEDERAL ' e. [ ]AElTNISTRATTVE f. []HISTORICAL: 
LAW . .  LIMITATION PERIOD LAW DECISION VALUE . 

. .  
i 

(Ci te  Law,' Statute,  or other reash for the mtention requirement) .. 

. .  . .  .. . . . - . . . Tit le  XVIII Social Security Act - Public Law 89-97. 
~~ 

. .  
This amendment requested by Department 'of Archives and History 

~ - ~ ~ ~ -  _ -  
L:. ACtEliCY P E C O ~ ~ . ~ N D A T I O N S . ~ ~ ~ m i s  agency reco ln r r .3s  tha? the file series be c u t  o f f  et the end 

' ,then: 
.~ 

of eec?. - [ ~ C A L E X L X 3  YEAR -. - [ ] I - i S C A i  YSELS -[]O'XlER 

.- current  f i les  area 2 years;  k 

- 
~ 

to  S ta t e  Records Center and hold 1 year; 
Then Records Center will r e t i r e  a sampling of 1 cubic fees t o  S ta t e  

' .  Destrdy remafnder of f i l e .  
" ~~~~ .~ 

~~ ~ . 
I 

L 

~: 

"~ .- 

(Indicate bkefZy  r a t i a a k  for r e c o m n d a t i a s  aboue/or wri te  additional r e m a r k s )  : 



._ __I-- -___-. .---- _ I - ^ _ -  . .. . \\ 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE1 

-----:~,c.-. ir . - . . . ~  , .~ ,  ~.d~ . , ~  - .  ~ , ,  ... ,. ~..T..3A.hT-L _.. ,.,*~~-.x-.m*.~= - '.. . - . ~  
inc iu . i r .  D.c.. s x n w  Tifix 

19 
A p r i l ,  1966-Presen  M e d i c a r e  M e d i c a l  F a c i l i t i e s  F i l e  - T i t l e  XVIII 

Lo.vh . t  rnmction *.rro,.cd i . .nit .a  I~ er-tsom o r  t b l .  nerI** 

A m e d i c a l  f a c i l i t y  i n  G e o r g i a  s u b m i t s  a p p l i c a t i o n  t o  p a r t i c i p a t e  i n  a p rogram 
as a p r o v i d e r  of M e d i c a l  S e r v i c e  t o  t h e  e l d e r l y  i n  h o s p i t a l s ,  e x t e n d e d  care  
f a c i l i t i e s ,  home h e a l t h  a g e n c i e s ,  i n d e p e n d e n t  l a b o r a t o r i e s ,  o u t p a t i e n t  p h y s i c s  
t h e r a p y  c l i n i c s ,  and  p o r t a b l e  x - r a y  s e r v i c e s .  T h e s e  f a c i l i t i e s  a r e  s u r v e y e d  
by  t h e  L i c e n s u r e  S e r v i c e  t o  d e t e r m i n e  c o m p l i a n c e  w i t h  F e d e r a l  and S t a t e  
s t a n d a r d s .  They a r e  e i t h e r  approved  o r  d e n i e d  p a r t i c i p a t i o n  i n  t h e  m e d i c a l  
program b a s e d  p r i m a r i l y  on t h e  r ecommenda t ions  o f  t h i s  Depa r tmen t  t o  t h e  
S e c r e t a r y  o f  HEW. 

T h i s  s e r i e s  c o n s i s t s  o f  a p p l i c a t i o n s  f o r  p a r t i c i p a t i o n  as a m e d i c a l  p r o v i d e r ,  
g e n e r a l  c o r r e s p o n d e n c e ,  s u r v e y  r e p o r t s  f o r m s ,  u t i l i z a t i o n  review p l a n s ,  
t r a n s f e r  a g r e e m e n t s ,  p l a n s  o f  c o r r e c t i o n  o f  d e f i c i e n c i e s ,  and  o t h e r  m a t e r i a l  
r e l a t i n g  t o  c e r t i f i c a t i o n  o f  t h e  f a c i l i t y .  They a re  f i l e d  a l p h a b e t i c a l l y  
b y  t y p e  of f i c i l i t y .  



-P&E 2 . 4 ,  . . *  
. 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  
~ [4 f 

14.' Is t he re  a duplication of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 11 
Area I11 h a s  Xerox cop o f a m a t e r i a l  r e l a t i n g  t o  i t s  s e ' c t i o n  

15. Is the  information contained ?n t h i s  s e r l e s  ever summarized o r  published? 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? 

17. Does the  s e r i e s  document po l i c i e s  and procedures o f  agency's. operation o r  function? [A 
' ti 

C o n f i d e n t i a l  - S e c t i o n  1 1 0 6  S o c i a l  S e c u r i t y  A c t  

16: Could t h e  Punction be performed i f  t h e  files were l o s t  o r  destroyed? 

19a Is the series ( o r  major port ion of i t )  regular ly  microfilmed? If yes,  why? 

20. Does the  record series prov?de da ta  as input t o  an EDP f i l e ?  

21. Does the  record s e r i e s  contain documentation produced as EDP printout?  

22. Is t he  s e r i e s  a f fec ted  by Federal o r  grant funds? 

23. W i l l  t he re  be a need fo r  these records 10, 15 years from nuw? If yes ,  what? . 

[d 

[ I  
[ I  

11 
[d 

[ I  

Wi th  e x t r e m e  d i f f i c u l t y  

T i t l e  XVIII S o c i a l  S e c u r i t y  Act  

24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept&ea ( 3 )  years:  . 

a. [ ]STATE b. [ISTATWE OF c. []AUDIT d. [JFEDERAL e. [ ]ADMINISTRATI\IE f. [ ]HISTORICAL 
LAW LIMITATION PERIOD . LAW DECISION VALUE 

(Cite Law, Statute,  or other reason f o r  the retention requirement) 

T i t l e  XVIII S o c i a l  S e c u r i t y  Act  P u b l i c  L a w  8 9 - 9 7  

25. AGENCY RECOMNDATIONS.  This agency recommends t h a t  t h e  f i l e  s e r i e s  be cut of f  at the  end 
of each -wCALENDAR'YEAR -[]FISCAL YEAR -[]OTHER ,then : 

A.[]Destray immediately a f t e r  cut  off .  
B.[&old i n  current f i l e s  a r ea  

1 []Destroy. 
month(s)/ Two( 2 )  yea r ( s )  , then: 

2 $]Transfer t o  records center;  hold O n e ( l ) y e a r ( s ) ,  then: 

b []Transfer h i s t o r i c a l  material t o  Archives; 
a [ADestroy. . 

destroy remainder. 
3 [ I ~ e s t r a y  a f t e r  audit ( o r  y e a r b )  after audit). 

C. []Hold i n  current f i les area indef in i te ly .  
D. [ ]Hold i n  current f i les a rea  year( 6 )  , then t r a n s f e r  t o  Archives permanently. 

E. []Other 

(Indicate br ie f ly  rationale f o r  recomnendations above/or write a d d i t i a a l  r e m a r k s ) :  
D i s p o s i t i o n  o f  t h e s e  r e c o r d s  i s  p r e s c r i b e d  by  t h e  C e n t r a l  O f f i c e  - S o c i a l  S e c u r i  

Recommendations 

in Paragraph 25 

are: 


